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It’s Easier Than You Think

Don’t let the word “Install” freak you out. Installing a Vidyo’s plug-in is quick and easy, even for non-
technical people. If you’ve been using any of these products...

Microsoft Outlook 2003
Microsoft Outlook 2007
Microsoft Outlook 2010

You can continue to use these familiar tools. But now you’ll be able to use Vidyo’s advanced VidyoConfer-
encing capabilities from within them.

You can have video teleconferences with multiple participants and one-on-one (what we call point-to-point)
video meetings.

During your teleconferences and meetings you can turn on Self-View so you can see yourself as others are
seeing you. You can split the screen or see yourself in one corner as shown below.
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But there are many, many more features to explore. To get the most from your Vidyo experience you’ll also
want to take a look at The VidyoPortal™ and VidyoDesktop™ User Guide, which contains all of the infor-
mation you’ll need to get the most from your new Vidyo capabilities.

If you run into any rough spots during installation or use call your organization’s Help Desk.

On the following pages you’ll find out how quickly you can add Vidyo power to your desktop or laptop com-
puter. So let’s get started. Like we said, it’s easier than you think.



How to Install the Plug-in for Microsoft Outlook 2003 And 2007

The Vidyo plug-in for Microsoft Outlook 2003, 2007 and 2010 permits you to schedule VidyoConferences from within Mi-
crosoft Outlook. A recipient of the message can join your conference room as either a registered user or guest.

The plug-in works with 32- or 64-bit Windows XP, Windows Vista and Windows 7 operating systems.

In Outlook 2010 Microsoft substantially changed the way things look and how you do things (what techies call the user inter-
face or Ul). If you have Outlook 2010 see the installation section for Outlook 2010 on page 7.

Note: Apple Macintosh users can be invited to meetings via Outlook, but there is no plug-in available for them to invite users
themselves.
1. Close all Microsoft Office applications.

2. Download the appropriate Outlook plug-in from the download section of the web site at www.vidyo.com.

3. Run theinstall wizard and install the Outlook plug-in.

You are prompted to accept the license and install the plug-in. (Don’t be confused that the title of the licensing
agreement reads “Vidyo Conferencing Outlook Plug-in 2.0.4. The plug-in is compatible with both 2.0.4 and 2.1
VidyoConferencing Systems.)

4. Respond to each prompt until the plug-in is successfully installed.

:.fJ Vidyo Conferencing Qutlook Plug-in 2.0.4 Setup e S

For the following components:

Microsoft Visual Studio 2010 Teols for Office Runtime (x86 and x64)

Please read the following license agreement Press the page down key to see
the rest ofthe agreement.

m| »

MICROSOFT SOFTWARE LICENSE TERMS

MICROSOFT VISUAL STUDIO TOOLS FOR
THE MICROSOFT OFFICE SYSTEM
(VERSION 4.0 RUNTIME)

These license terms are an agreement between Microsoft
Corporation (or based on where you live, one of its affiliates)

B View EULA for printing

Do you accept the terms of the pending License Agreement?

q

[fyou choose Don't Accept install will close. To install you must accept this
agreement.

Accept ‘ l Don't Accept

"

5. Launch Microsoft Outlook.

6. From the Tools menu, select Options to display the Options window.



How to Install the Plug-in for Microsoft Outlook 2003 And 2007

Delegates | VidyoConferencing
Preferences Mail Setup | Mail Format |  Spelling

E-mail

3 Change the appearance of messages and the way they are handled.

| unkEmal. | | Email Options...

Calendar
Customize the appearance of the Calendar.

[] Default reminder: |15 minutes El l Calendar Options... I

Change the appearance of tasks.

Reminder time: |3=UUF\M Ell Task Options...

Contacts and Notes

—| Change default settings for contacts, journal, and notes.

l Contact Options... I l Journal Options... I l Note Options...

Search
p Change the settings for indexing and search.

l Search Options...

Mobile

Change the settings for mobile notification and messaging.

l Motifications... I l Maobile Options...

OK H Cancel H Apply |

Select the VidyoConferencing tab.

Enter the following information:

= Server — The fully qualified URL for the VidyoPortal.
Example: http://<yourvidyoportal.yourcompany.com>
Note: If this doesn’t work your server may be using security. Instead of http use https like this:
https://<yourvidyoportal.yourcompany.com>

“  UserID — Your VidyoPortal user name.

= Password — Your VidyoPortal password.

Click the Apply button.

Click the Test Configuration button.

If the configuration is successful, you’ll see the following message:



How to Install the Plug-in for Microsoft Outlook 2003 And 2007

# | VidyoConferencing

r- '\\
|® Authentication Successfull

Click OK, and then click OK in the Options window.



How To Send a Meeting Invitation in Outlook 2003 And 2007

The Vidyo plug-in for Outlook inserts your room URL into an Appointment or Meeting Request message along with the room
PIN, if you’ve chosen to use one, and boiler plate invitation text that you can edit. If you don’t have a room URL, one is auto-
matically created. The boilerplate invitation text is created by the VidyoConference administrator and can be modified. For
information about creating a room invitation message, see the VidyoConferencing Administrators Guide.

To send a meeting invitation:
1. Create an Appointment or Meeting Request message.

The VidyoConferencing button appears at the far right side of the tool bar.

Untitled - Appointmen

Appointment Insert Format Text Add-Ins

)
lﬂ"_' &g @ - ﬁ %‘9 2| susy . ¥ Recurrence () @
x | ! ==
4

@ Time Zones
Spelling Link to VidyoConferencing

Save & Invite ‘Appointment|Scheduling || & |15 minutes

Close Attendees ‘% ~ Assistant B Categorize - - Record
Actions Show Options T || Proofing | |Business C... Vidyo
Subject:
Locatjon: E‘
Start time: | Wed 4/14/2010 [=] [r30pm [=] 120 day event
End time: | Wed 4/14/2010 E' 200 PM [~]

»

Note: If you do not see the VidyoConferencing button in the tool bar, you have not finished configuring the Outlook
plug-in. Try again or contact your system administrator Help Desk.

2. Click the VidyoConferencing button.

The room URL (and room PIN if you have set one) appears in the body of the message along with standard boilerplate
invitation text.

Untitled - Appointment

Appointment Insert Format Text Add-Ins

(o 82 (a3 mnw Sy <@

@ Time Zones
||| save & Invite \Appaintment|Scheduling | & 15 minutes - mo . Spelling Link to VidyoConferencing
Close Attendees == ~ Assistant Ga Categorize - & &2 Record
Actions Show Options & | Proofing| Business C.. Vidyo
Subject:
Location:
Start ime: | Wed 4/14/2010 E| 130 PM [~] e day event
Eng time: | Wed 4/14/2010 E' 200 PM -]
£
S

Please join my meeting by clicking this link: http://yourportal.com/flex.html?
roomdirect.html&key=G9vhQuw6IPif

To join my conference from a land line please dial

Italy: +39-555-1000
France: +33-555-1000
Spain ...

At the IVR enter the my Extension: 8734 '

Greetings from CK




How To Send a Meeting Invitation in Outlook 2003 And 2007

Note that your meeting invitation with the usual boilerplate text appears. You can add your own text to the invitation
if you care to. You can also add or delete invitees and change the time and length of the meeting. Remember that
you can use Outlook’s Scheduling Assistant to determine when all of your invitees will be available.

Edit the text as desired and click the Send button.



How to Install the Outlook Plug-in for Microsoft Outlook 2010

Close all Microsoft Office applications.

2. Download the appropriate Outlook plug-in from the download section of the web site at www.vidyo.com.

3. Run theinstall wizard and install the Outlook plug-in.

You are prompted to accept the license and install the plug-in. (Don’t be confused that the title of the licensing
agreement reads “Vidyo Conferencing Outlook Plug-in 2.0.4 Setup”. The plug-in is compatible with both the 2.0.4
and 2.1 VidyoConferencing Systems.)

4. Respond to each prompt until the plug-in is successfully installed.

_]fJ Vidyo Conferencing Outlook Plug-in 2.0.4 Setup &J

For the following components:

Microsoft Visual Studio 2010 Tooels for Office Runtime (x86 and x64)

Please read the following license agreement. Press the page down key to see
the rest of the agreement.

1| »

MICROSOFT SOFTWARE LICENSE TERMS

MICROSOFT VISUAL STUDIO TOOLS FOR
THE MICROSOFT OFFICE SYSTEM
(VERSION 4.0 RUNTIME)

These license terms are an agreement between Microsoft
Corporation (or based on where you live, one of its affiliates)

B View EULA for printing

Do you accept the terms of the pending License Agreement?

q

Ifyou choose Don't Accept, install will close. To install you must acceptthis
agreement.

Accept ‘ [ Don't Accept

L

5. Launch Microsoft Outlook.

6. From the File menu choose Options.



How to Install the Outlook Plug-in for Microsoft Outlook 2010

Folder

Send / Recewve

Account Ini
iﬁ Microsoft Exc
Microsoft Exc

g Add Account

Uy save Attachments

Open

Print

e
&
Help .
Account

B3 Exit

The Outlook Options dialog box opens.
QOutlock Options @u

General 3 . . . P
View and manage Microsoft Office Add-ins.

Mail

Calendar Add-in Options

Contacts Launch Add-in options dialog: | | Add-in Qptions...

Tasks Add-ins

Notes and Journal
MName = Location Type o

Search Active Application Add-ins

1

Conversation History Add-in for Micresoft Lync 2010 C\.ft Lync\ocoffice.dll  COM Add-in

Mabile Tunes Outlook Addin Ci\.sOutlookaddindll  COM Add-in _
Language Add-in: Conversation History Add-in for Microsoft Lync 2010
Advanced Publisher: Microsaft Corporation
Compatibility: No compatibility information available
Customize Ribbon Location: C\Program Files\Microsoft Lync\ocoffice.dll

Quick Access Toolbar

Add-Ins

Trust Center Mznage: |com add-ins [v] [ go..

Description:  Conversation History Add-in for Microsoft Lync 2010

7. On the left-hand menu click on Add-ins.
8. Click the Add-in Options button.

The Add-in Options dialog box opens.



How to Install the Outlook Plug-in for Microsoft Outlook 2010

Add-in Options e e

=

|Anti-Spa(:Q_I VidyoConferencing D
User Account
Server :
User ID :
Password :
Test Configuration
0K ] [ Cancel I [ Apply
L

9. Click on the VidyoConferencing tab.
10. Enter the following information:
Server — The fully qualified URL for the VidyoPortal.
Example: http://<yourvidyoportal.yourcompany.com>
Note: If this doesn’t work your server may be using security. Instead of http use https like this:
https://<yourvidyoportal.yourcompany.com>
User ID — Your VidyoPortal user name.
Password — Your VidyoPortal password.
11. Click the Test Configuration button to make sure your setup works.

If you successfully installed the add-in you’ll see this dialog box:



How to Install the Outlook Plug-in for Microsoft Outlook 2010

# | VidyoConferencing ﬁ

'0. Authentication Successfull

L =y

You’ve successfully installed the add-in.
12. Click the OK button to complete the installation.

If you get an error message like this one it means there was a problem:

B | VidyoConferencing &J

Unable to login. Please check your User ID and Password and try
¥ again

Contact your system administrator or your organization’s IT department

10



How To Send a Meeting Invitation in Outlook 2010

The Vidyo plug-in for Outlook inserts your room URL into an Appointment or Meeting Request message along with the room
PIN, if you’ve chosen to use one, and hoiler plate invitation text that you can edit. If you don’t have a room URL, one is auto-
matically created. The boilerplate invitation text is created by the VidyoConference administrator and can be modified. For
information about creating a room invitation message, see the VidyoConferencing Administrators Guide.

4. Select the Meeting button Outlook toolbar.

Ol =4 o = N Tnbox - Mailbox - Tom Wrona = Microsaft Outiook I o S

|| File iame Send / Recelve Folder View Developer Add-Ins - @
L ignore T T iove toc 7 To Manager 3 Nl =
S iy | i| {1 5 Meeting 2 | / = i
— %2 Clean Up -+ - - Q‘_,__\_ _,_,-{u Team E-mail ' Done o 4 el Y 1] Arddress Book
New i Reply  Reply . Mare * e nehot ead/ Categoriz on
F_-l“..m P & Junk + Delete epily L|I::I, Forward B wigre % Reply & Delete i Create New Mc_ 3 rJ_ 5 Onehiote u:rI:I:i al g_o! 3 rf.- _a Y wner Bariale
0 Firscl
Note the VidyoConferencing button that appears at the far right of the menu bar.
5. Click the VidyoConferencing button.
\_.;J Testing Alpha Praject - Meeting (= ]
Meeting | Inset  FormatTed  Rewew  Developer > @
3 B m sy _ 0 Recurrence "] &
x @ Tenezones y v
Delete  _ 3 |15 minutes . Categorize Zo idpaConlere
[N onerdote & Room Finder =
. 4
| = -
O IVIAtONS RAVE NOL DEEN SENL TOF this Meeting. Room Finder v x
To. Iis Anavi; Jeffrey Roberizon 4 February, 2011 B
Su Mo Tu We Th Fr Sa
Subject; Testing Alpha Project AE G EE
Send -
€ 7 8 9% W1 12
Location: bt Rooms.
13 |14]15 16 17 18 19
20 21 22 23 M4 25 X%
Start tene: Mon 271472011 - 2350 M - A I|.l'| event 27 %
End tirne: Mon 2/14/2011 - 300 P\
= Good Fair | Poor
- Choose an availlable room:
Hello, Nane

You have been invited to attend a Vidyo conference.

Please click on the link to attend https://main.demo 2.vidye.comyflex.html?
roomdirect.hitml&key=KIvHKRIlun7

If you do not have a user account on the this Portal, please enter your name in the "Guest Name field and then

click "Join".

. . . . . . . Suggested times:
Te join from a telephone using VidyoVeice, dial the fell g number: +1-800-410-3523 X (800) 410 oot . o
3523x1023044 Lggestions cannot be provide

because free/busy data could not
be retrieved.

For International calls:

Londen, United Kingdom: +44 2033282611 X (800) 410-3523x1023044

-

E Tom Wrena g ,E =

Note that your meeting invitation with the usual boilerplate text appears. You can add your own text to the invitation
if you care to. You can also add or delete invitees and change the time and length of the meeting. Remember that
you can use Outlook’s Scheduling Assistant to determine when all of your invitees will be available.

6. Edit the text as desired and click the Send button.

A recipient of the message clicks the link to join your meeting. The link prompts a registered user to log into the
VidyoPortal and join the meeting. It enables a contact without a VidyoPortal account to join the meeting as a guest.

11



VidyoConferencing Notes

You can end a meeting you started by closing your VidyoDesktop client or through the Control Meet-
ing page in your Vidyo Portal.

You can disconnect from a meeting by clicking the VidyoDesktop Disconnect button. So can other
participants

12



